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PAPERS  OF  EXECUTIVE  BRANCH  OFTICIALS: 
GUIDELINES  ON  OFFICIAL  VS.  PERSONAL 


INTRODUCTION 


Officials  of  the  executive  branch  of  the  govemm«it,  whether  elected  or 
appointed,  maintain  official  records  documenting  their  government 
service.  They  may  also  maintain  personal  collections  of  papers  they 
accumulated  while  in  office.  Both  the  official  records  and  personal 
collections  of  papers  are  important;  both  may  have  "enduring"  value  for 
researchers. 

The  purpose  of  this  guide  is  to  assist  state  government  officials  in 
making  decisions  about  what  are  official  records  that  must  be 
incorporated  in  agency  or  office  files  and  what  may  be  maintained  and 
removed  as  personal  collections  of  papers  when  the  officials  leave 
office. 

The  sheer  volume  of  information  accumulated  by  any  government 
office  is  immense.  An  understanding  of  two  management  objectives 
will  facilitate  the  administration  of  this  documentation.  The  two 
objectives  are: 


1 .  To  leave  behind  as  complete  as  possible  a  record  of 
one's  official  activities  in  the  government. 

2.  To  ensure  your  control,  after  departure  from 
government  service,  of  your  personal  papers 
accumulated  while  in  office. 


The  principal  obstacle  to  achieving  these  objectives  is  that  conflicts  may 
arise  between  maintaining  adequate  and  proper  documentation  of 
official  activities  (objective  1)  and  protecting  one's  interest  in  papers  of 
a  personal  nature  (objective  2).  The  solution  involves  separating  the 
agency's  records  from  personal  papers  whenever  feasible. 


WHAT  IS  ADEQUATE 
AND  PROPER 
DOCUMENTATION? 


All  executive  agencies  are  responsible  for  creating  and  preserving 
records  that  adequately  and  properly  document  the  organization, 
functions,  policies,  decisions,  procedures,  and  essential  transactions  of 
the  agency. 

Con^lete  and  accurate  records  are  essential  to: 

1.  protect  the  legal,  financial,  and  other  rights  of  the 
government  and  the  people; 

2.  ensure  continuity  and  consistency  in  administration; 

3.  assist  agency  officials  and  their  successors  in  making 
informed  decisions;  and 

4.  provide  the  information  required  by  the  Legislature 
and  others  for  overseeing  the  agency's  activities. 

By  creating  and  maintaining  adequate  and  proper  documentation, 
ofiRcials  are  able  to: 

1.  reconstruct  the  development  of  their  own  and  their 
predecessors'  policies  and  decisions; 

2.  furnish  their  successors  with  information  needed  to 
understand  past  and  current  decisions;  and 

3.  leave  an  enduring  record  of  their  public  service. 


Significant  decisions  are  often  made  orally—by  telephone  or  in 
conferences  or  meetings.  Such  decisions,  and  the  deliberations  leading 
up  to  the  decisions,  should,  to  the  extent  practical  and  appropriate,  be 
documented  and  incorporated  into  the  agency  files. 


WHAT  ARE 

STATE 

RECORDS? 


Documentary  materials,  regardless  of  physical  form,  are  state  records 
if  they  are: 

#  made  or  received  by  an  agency  or  official  of  state 
government  in  connection  with  the  transaction  of 
public  business,  and 

•  preserved  or  appropriate  for  preservation  as  evidence 
of  agency  activities  or  because  of  the  value  of  the 
information  they  contain. 

"Appropriate  for  preservation"  means  docum^itary  materials  made  or 
received  that,  in  the  judgment  of  the  agency,  should  be  filed,  stored, 
or  otherwise  systematically  maintained  by  the  agency  because  they 
constitute  evidence  of  the  organization,  functions,  policies,  decisions, 
procedures,  operations,  or  other  activities  of  the  government  or  because 
of  the  informational  value  of  the  material. 

All  correspondence,  memorandums,  reports,  case  files,  photographs, 
maps,  motion  pictures,  tape  recordings,  data  sets,  and  computer  tapes 
and  disks  in  an  official's  custody  must  be  measured  against  this 
definition.  The  State  Archives  will  provide  guidance  on  what  materials 
should  be  incorporated  in  the  files  to  ensure  a  complete  and  accurate 
agency  record. 


Determining  whether  a  particular  document  is  a  record  does  not  depend 
on  whether  it  is  an  original  or  a  copy.  Multiple  copies  of  the  same 
document  may  each  have  "record"  status  if  they  each  serve  a  separate 
administrative  purpose  and  are  controlled  under  different  filing  systems. 
Only  extra  copies  maintained  for  convenience  of  reference  are  excluded 
from  the  definition  of  records.  (See  Appendix  A  on  the  disposition  of 
records  series.) 


WHAT  ARE 
PERSONAL 
PAPERS? 


Many  officials  have  questions  about  which  work-related  and  other 
materials  may  be  considered  personal  papers.  Most  officials 
accumulate  and  keep  some  personal  papers  at  the  office.  Certain 
materials  are  clearly  personal,  and  officials  may  readily  claim  them  as 
such.  Generally,  documentary  materials  not  used  in  the  transaction  of 
agency  business  may  be  regarded  as  personal  papers. 

The  essential  questions  to  answer  when  making  a  determination  of  a 
document's  record  status  may  be  grouped  under  the  following  topics: 

•  Creation  -  Was  the  document  created  or  received  by  an  agency 
employee  on  agency  time,  with  agency  materials,  at  agency 
expense?  (If  not,  then  the  document  very  likely  is  not  an 
agency  record  on  that  basis  alone.) 

•  Content  -  Does  the  document  contain  substantive  information 
about  agency  business?  Does  the  document  contain  personal 
as  well  as  official  information?  (If  it  does  not  contain  official 
information,  then  it  very  likely  is  not  an  agency  record  on  that 
basis  alone.) 


Purpose  -  Was  the  document  created  solely  for  an  individual 
employee's  personal  convenience?  (If  so,  then  very  likely  it 
is  not  an  agency  record.)  Or  was  the  document  created  to 
facilitate  agency  business? 

Distribution  -  Was  the  document  distributed  to  anyone  else  for 
agency  business  or  official  purpose?  (If  it  was  distributed  to 
other  employees  for  an  official  purpose,  it  is  likely  an  agaicy 
record.) 

Use  -  To  what  extent  did  the  document's  author  actually  use 
the  document  to  conduct  agency  business?  Did  others  use  it? 
(Materials  brought  into  the  agency  for  reference  use  do  not 
become  agency  records  merely  because  they  relate  to  official 
matters  or  because  they  influence  the  employee's  work.  On 
the  other  hand,  as  influence  becomes  reliance  or  use  by  other 
officials,  a  document  is  more  likely  to  be  an  agency  record.) 

Maintenance  -  Was  the  document  kept  in  the  author's 
possession,  or  was  it  placed  in  the  agency  files?  (If  it  was 
placed  in  an  official  agency  file,  it  is  likely  to  be  an  agency 
record.) 

Disposition  -  Was  the  document's  author  legally  free  to 
dispose  of  it  at  his  or  her  personal  discretion?  (The  authority 
to  dispose  of  agency  documents  is  based  on  the  agaicy's 
retention  and  disposition  schedules  and  concurrence  of  the 
State  Records  Committee.) 

Control  -  Has  the  agency  attempted  to  exercise  institutional 
control  over  the  document  through  applicable  maintenance  or 
disposition  regulations?  Did  it  do  so  by  requiring  the 
document  to  be  created  in  the  first  place?  (If  so,  the  document 
is  most  likely  an  agency  record.) 


Traditionally,  personal  papers  have  included  the  following  categories: 

•  papers  created  before  entering  government  service; 

•  private  materials  brought  into,  created,  or  received  in 
the  office  that  were  not  created  or  received  in  the 
course  of  transacting  government  business;  and 

•  work-related  personal  papers  that  are  not  used  in  the 
transaction  of  government  business. 


Papers  Created  Before  Entering  Government  Service 

Examples  of  materials  created  before  entering  government  service 
include  previous  work  files,  political  materials,  and  reference  files. 


Private  Papers  Brought  Into,  Created,  or  Received  in  the  Office 

This  category  includes  family  and  personal  correspondence  and 
materials  documenting  professional  activities  and  outside  business  or 
political  pursuits.  Examples  include  manuscripts  and  drafts  for  articles 
and  books  and  volunteer  and  commimity  service  records.  Although 
these  materials  may  be  created  or  received  while  in  office,  the  official 
claims  them  as  personal,  and  they  are  not  used  in  transacting  agency 
business.  Private  material  not  created  within  an  agency  but  brought 
into  it  by  an  employee  for  reference  purposes  do  not  become  agency 
records  by  "mere  incidence  of  location." 


Work-Related  Personal  Papers 

This  category  includes  diaries,  journals,  notes,  and  personal  calendars 
and  appointment  schedules.  Although  this  material  contains  work- 
related  information,  the  official  may  claim  it  as  personal  if  its  purpose 
is  for  the  official's  personal  use,  not  for  the  transaction  of  government 
business.  Use  alone  is  not  conclusive,  however.  The  only 
consideration  that  may  be  conclusive  is  the  assertion  of  agency  control 
over  a  document  through  institutional  requirements  mandating  its 
creation  or  retention. 


This  category  is  the  most  difficult  to  distinguish  from  records  because 
of  the  work-related  content.  For  example,  officials  may  wish  to  keep 
and  maintain  at  the  office  a  journal  or  diary  to  record  meetings  or 
events  or  to  serve  as  a  memory  aid.  A  calendar,  appointment  book, 
journal,  or  diary  containing  personal  reminders  would  be  considered 
personal  papers;  but,  if  the  official  writes  notes  about  the  content  of 
meetings  or  observations  on  work-related  topics  in  a  cal^idar, 
appointment  book,  journal,  or  diary,  it  would  most  likely  be  considered 
an  official  record.  Inevitably  some  documents  will  contain  both  agency 
information  and  personal  matters.  An  official  letter  may  end  with  a 
paragraph  of  personal  greetings  and  information;  a  note  of  a  telephone 
conversation  may  constitute  the  only  record  of  an  agency  decision.  To 
meet  the  requirement  for  adequate  and  proper  documentation,  the 
official  should  copy  or  extract  the  agency  information  or  decision  and 
incorporate  the  copy  or  extract  into  the  agency  files. 


Care  should  always  be  taken  to  file  the  personal  papers  separately  from 
the  records  of  the  agency.  A  personal  file  should  be  established,  and 
those  documents  that  are  personal  papers  should  be  claimed  as  personal 
and  placed  in  that  file  or  identified  for  placement  in  that  file. 

When  officials  leave  government  service,  they  may  wish  to  take  with 
them  copies  of  particular  agency  records,  working  papers,  and  non- 
record  materials.  With  agency  approval,  government  officials  may  take 
nonrecord  copies  of  documents  (i.e.,  extra  copies  preserved  only  for 
convenience  of  reference),  especially  materials  they  drafted,  reviewed, 
or  otherwise  acted  upon.  This  is  more  readily  done  if  officials  begin 
retaining  extra  copies  in  their  personal  files  at  the  outset  of  their 
government  service.  Even  if  they  have  not  done  so,  an  agency  may 
arrange  to  make  selected  copies  prior  to  their  departure.  Any  charge 
or  fee  for  creating  the  extra  copies  is  within  the  discretion  of  the 
agency. 


Government  officials  may  be  permitted  by  their  agencies  to  retain  and 
remove  nonrecord  copies  of  documents  provided  that  such  retention 
would  not: 

1.  diminish  the  official  records  of  the  agency; 

2.  violate  confidentiality,  privacy,   or  other  interests 
protected  by  law;  or 

3.  exceed  normal  administrative  economies. 


FOR  FURTHER 
INFORMATION 
&  ASSISTANCE 


The  State  Archives  can  provide  assistance  in  answering  questions  about 
records  and  personal  papers.  Contact  the  State  Archivist  at  the 
Montana  Historical  Society,  444-4775  or  4774. 

For  more  information  on  agency  retention  and  disposition  schedules  or 
on  the  records  disposal  process,  contact  the  Records  Management 
Bureau  in  the  Secretary  of  State's  Office,  444-2716. 

Officials  are  also  encouraged  to  contact  their  agency's  legal  counsel. 


APPENDIX  A 
ADVICE  ON  THE 
DISPOSITION  OF 
SELECTED  RECORDS 


Correspondence,  Administrative/Official 

This  includes  incoming  and  outgoing  correspondence,  memoranda,  E- 
mail  and  FAX  mail  that  document  how  the  office  is  organized  and  how 
it  functions;  its  pattern  of  action  and  decision-making;  its  policies, 
procedures,  and  achievements;  and  that  serve  to  substantiate  the 
accountability  of  the  office. 

Retain  in  Office:  3  years  (or  longer  if  needed). 

Final  Disposition:  PERMANENT-transfCT  to  Archives. 


Correspondence,  General 

This  includes  routine  incoming  and  outgoing  correspondence, 
memoranda,  E-mail  and  FAX  mail,  etc.  that  do  not  serve  an 
accountability  function,  such  as  documenting  decision-making,  policy, 
or  agency  operations.  Only  obviously  routine  materials  should  be 
included  here;  when  any  doubt  exists,  the  correspondence  should  be 
saved.  Examples  of  general  correspondence  include  routine  inquires 
and  answers  from  the  public  that  require  no  administrative  action,  no 
policy  decision,  and  no  special  compilation  or  research  for  reply,  e.g. 
requests  for  general  information  or  publications;  cover/transmittal  letter 
that  do  not  add  information  to  that  contained  in  the  transmitted 
material;  information  copies  of  correspondence  on  which  no 
documented  administrative  action  was  taken;  acknowledgments; 
memoranda  and  correspondence  g^ierated  by  another  agency  and  kept 
by  the  agency  for  reference  purposes;  thank-you  letters, 
congratulations;  quasi-official  notices,  such  as  notices  of  holidays, 
charity  appeals,  etc. 

Retain  in  Office:  Until  no  longer  needed. 

Final  Disposition:  Destroy  (after  receiving  approval  by 

the  State  Records  Committee). 


Reading  Files 

Copies  of  outgoing  communications  arranged  either  chronologically  or 
alphabetically  and  maintained  for  periodic  review  by  the  staff.  These 
copies  are  in  addition  to  copies  kept  in  either  the  Official 
Correspondence  or  General  Correspondence. 

Retain  in  Office:  3  years  (or  longer  if  needed). 

Final  Disposition:  Destroy  (after  receiving  approval). 

Suspense/Tickler  Files 

Papers  arranged  in  chronological  order  as  a  reminder  that  an  action  is 
required  on  a  given  date  or  that  a  reply  to  action  is  expected  and,  if  not 
received,  should  be  traced  on  a  given  date. 

Retain  in  Office/Final  Disposition:  Incorporate    into 

Official    Correspondence    if   appropriate;    if   not, 
destroy  after  action  has  been  taken. 

Subject  Files,  Administrative/Official 

Generally  arranged  alphabetically  by  subject,  these  files  may  contain 
such  items  as  correspondence,  memoranda,  minutes,  reports,  etc. 
concerning  policy,  procedure,  organization,  programs,  fiscal  or 
personnel  matters,  legislation,  and  regulations. 

Retain  in  Office:  Review  and  weed/update  annually. 

Final  Disposition:  PERMANENT-transfer  to  Archives. 

Subject  Files,  General 

May  include  correspondence,  memoranda,  publications,  reports,  and 
other  information  received  by  the  office  and  filed  by  subject,  that  do 
not  pertain  to  the  performance  of  the  mission  ftmctions  of  the  office. 
Examples  include  documents  concerning  internal  office  procedures, 
hours  of  duty,  and  individual  duties  that  do  not  have  continuing 
applicability;  documents  concerning  housekeeping  activities  such  as 
participation  in  charitable  affairs,  civil  defense,  fire,  and  other 
emergency  tests,  office  inventory  sheets,  lists  or  directories,  telephone/ 
long  distance  logs,  clippings,  etc.  Reference  materials  sometimes 
included. 

Retain  in  Office:  Review  and  weed/update  annually. 

Final  Disposition:  Destroy  (after  receiving  approval). 
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Reference  Files 

Copies  of  documents  retained  strictly  for  referaice  and  informational 
purposes  and  are  not  part  of  the  official  files.  Includes  such  things  as 
copies  of  reports,  studies,  special  compilations  of  data,  drawings,  or 
other  externally  generated  publications  for  which  the  originating  agency 
maintains  the  official  "record"  copy;  periodicals,  books,  clippings, 
brochures,  catalogs,  trade  journals,  vendor  price  lists;  extra  copies  of 
manuals,  publications,  etc.  Sometimes  reference  materials  are  filed  in 
the  General  Subject  Files. 

Retain  in  Office:  Review     annually      and     weed 

material  of  no  further  reference  value. 

Final  Disposition:  Destroy  (after  receiving  approval). 


Committee  or  Task  Force  Files 

Records  relating  to  the  establishm^it,  organization,  membership,  and 
policy  of  any  task  forces  or  committees  for  which  the  office  is  the 
primary  agency  and  therefore  the  logical  official  keeper  of  the  records. 
May  include  minutes  and  agenda  of  meetings,  correspondence,  policies 
and  procedures,  final  reports,  and  other  relevant  supporting  material. 

Retain  in  Office:  4  years. 

Final  Disposition:  PERMANENT-transfer  to  Archives. 


Working  Papers/Project  Files 

Project  background  records,  studies,  analyses,  notes,  preliminary 
drafts,  interim  reports,  that  have  been  summarized  in  a  final  report  or 
other  form.    (Does  not  include  construction  projects.) 

Retain  in  Office:  Excqjt  for  restrictions  noted  under 

"Final  Disposition,"  destroy  one  year  after  final 
action  is  taken  on  the  project,  or,  five  years  after 
completion  of  the  project. 
Final  Disposition:  Any     final     report     should     be 

transferred  to  the  Archives  and  those  working  papers 
may  be  destroyed.  If  no  final  report  is  ever 
prepared,  the  working  papers  for  that  project  should 
be  transferred. 
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Minutes  of  Staff  Meetings 

Retain  in  Office:  4  years. 

Final  Disposition:  PERMANENT-transfer  to  Archives. 


Schedules  of  Daily  Activities 

Calendars,  appointment  books,  schedules,  logs,  diaries,  journals,  and 
other  records  documenting  meetings,  appointments,  telephone  calls, 
trips,  visits,  or  other  activities,  that  contain  substantive  information 
relating  to  official  activities  of  the  office,  which  is  not  generally 
incorporated  into  memoranda,  reports,  correspondence,  or  other 
records. 

Retain  in  Office:  Until  no  longer  needed. 

Final  Disposition:  Offer  to  Archives. 

(Note:  Routine  materials  regarding  daily  activities 
that  contain  no  substantive  information  are  considered 
nonrecords  and  may  be  destroyed  when  the  agency  no 
longer  has  need  for  them.) 


Nonrecord  Material 

Examples  of  nonrecord  material  are  extra  copies  of  correspondence  and 
other  documents  retained  only  for  conveniaice;  blank  forms  that  are 
outdated;  privately  purchased  material  kept  at  the  office  for 
convenience;  correspondence  of  a  solely  personal  nature  kept  at  the 
office  for  convenience  (if  this  is  done,  keep  it  in  a  separate  file);  and 
routing  slips  that  do  not  contain  annotations  of  significance. 
Nonrecords  may  be  destroyed  without  going  through  the  Disposal 
Request  process. 
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APPENDIX  B 
MONTANA  CODE 
ANNOTATED 


Public  Records  Managem^it 

2-6-202.  Deflnitions.  As  used  in  this  part,  the  following 
definitions  apply: 

( 1 )  "  Public  records "  includes  any  paper,  correspondence, 
form,  book,  photograph,  microfilm,  magnetic  tape,  computer  storage 
media,  map,  drawing,  or  other  docimient,  including  all  copies  thereof, 
regardless  of  physical  form  or  characteristics,  that  has  been  made  or 
received  by  a  state  agency  in  connection  with  the  transaction  of  official 
business  and  preserved  for  informational  value  or  as  evidence  of  a 
transaction  and  all  other  records  or  documents  required  by  law  to  be 
filed  with  or  kept  by  any  agency  of  the  state  of  Montana. 

2-6-205.  Preservation  of  public  records.  All  public  records 
are  and  shall  remain  the  property  of  the  state.  They  shall  be  delivered 
by  outgoing  officials  and  employees  to  their  successors. 

2-6-212.  Disposal  of  public  records.  (1)  Except  as  provided 
in  subsection  (2),  no  public  record  may  be  disposed  of  or  destroyed 
without  the  unanimous  approval  of  the  state  records  committee.  Whai 
approval  is  required,  a  request  for  the  disposal  or  destruction  must  be 
submitted  to  the  state  records  committee  by  the  agency  concerned. 

(2)  The  state  records  committee  may  by  unanimous 
approval  establish  categories  of  records  for  which  no  disposal  request 
is  required,  providing  those  records  are  retained  for  the  designated 
retention  period. 
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Records  of  Elected  Executive  Branch  Officers 

2-6-301.  Definitions.  As  used  in  this  part  the  following 
definitions  apply: 

(1)  "Constitutionally  designated  and  elected  officials  of 
the  executive  branch  of  government"  means  the  governor,  lieutenant 
governor,  attorney  general,  secretary  of  state,  superintendent  of  public 
instruction,  and  auditor. 

(2)  "Official  records"  means  any  paper,  correspondence, 
form,  book,  photograph,  microfilm,  magnetic  tape,  computer  storage 
media,  map,  drawing,  or  other  document,  including  all  copies  thereof, 
regardless  of  physical  form  or  characteristics,  that  has  been  made  or 
received  by  a  constitutionally  designated  and  elected  official  of  the 
executive  branch  of  government  in  transacting  his  official  duties  and 
preserved  for  informational  value  or  as  evidence  of  a  transaction. 

2-6-302.  Official  records  management—powers  and  duties. 

In  order  to  insure  the  proper  management  and  safeguarding  of  official 
records,  the  Montana  historical  society  shall: 

(1)  establish  and  operate  the  state  archives  as  authorized 
by  appropriation  for  the  purposed  of  storing  and  servicing  official 
records  transferred  to  the  custody  of  the  state  archives; 

(2)  in  cooperation  with  the  secretary  of  state  and  the  state 
records  committee  provided  for  in  2-15-1013  establish  guidelines  for 
the  inventorying,  cataloging,  retention,  and  transfer  of  all  official 
records; 

(3)  maintain  and  enforce  restrictions  on  access  to  official 
records  in  the  custody  of  the  state  archives  in  accordance  with  the 
provisions  of  this  part; 

(4)  provide  adequate  housing  and  care  of  official  records 
in  the  custody  of  the  state  archives  to  insure  their  proper  preservation 
and  use  by  the  public; 

(5)  in  accordance  with  the  guidelines  established  pursuant 
to  subsection  (2),  remove  and  destroy  duplicate  official  records  and 
official  records  of  insignificant  historical  value  from  the  records 
deposited  in  the  state  archives. 
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2-6-303.  Ownership  of  records-transfer.  (1)  AfloflBdal 
records  shall  remain  the  property  of  the  state.  They  shall  be  delivered 
by  outgoing  officials  to  their  successors  and  shall  be  preserved,  stored, 
transferred,  destroyed,  or  disposed  of  and  otherwise  managed  only  in 
accordance  with  the  provisions  of  this  part. 

(2)  A  public  officer  may,  with  the  concurrence  of  the 

Montana  historical  society,  transfer  to  the  state  archives  official  records 
that  he  has  been  specifically  directed  by  statute  to  preserve  or  keep  in 
his  office, 

2-6-304.    Outgoing  officials—records  management  duties. 

(1)  Within  2  years  after  the  completion  of  the  final  term 
of  office  of  a  constitutionally  designated  and  elected  official  of  the 
executive  branch  of  government,  all  of  the  official  records  not 
necessary  to  the  current  operation  of  that  office  shall  be  subject  to 
storage,  disposal,  or  transfer  in  accordance  with  the  provisions  of  this 
part. 

(2)  All  official  records  of  a  retiring  constitutionally 
designated  and  elected  official  not  necessary  to  the  current  operation  of 
that  office  and  considered  worthy  of  preservation  by  the  Montana 
historical  society  shall  be  transferred  to  the  custody  of  the  state  archives 
within  that  2-year  period. 

(3)  An  outgoing  official,  in  consultation  with  staff 
members  of  the  Montana  historical  society,  shall  review  his  official 
records  and  isolate  any  items  of  a  purely  personal  nature.  Such 
personal  papers  are  not  subject  to  this  part,  but  they  may  be 
deposited  with  the  ofHcial  papers  at  the  official's  discretion. 

(4)  An  outgoing  official,  in  consultation  with  staff 
members  of  the  Montana  historical  society,  may  restrict  access  to 
certain  segments  of  his  official  records.  No  restrictions  may  be  longer 
than  the  lifetime  of  the  depositing  official.  Restricted  access  may  be 
imposed  only  to  protect  the  confidentiality  of  personal  information 
contained  in  the  records.  Restricted  access  may  not  be  imposed  unless 
the  demand  of  individual  privacy  clearly  exceeds  the  merits  of  public 
disclosure. 
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(5)  Any  question  concerning  the  transfer  or  other  status 

of  official  records  arising  between  the  state  archives  and  an  elected 
official's  office  shall  be  decided  by  a  four-fifths  vote  of  the  members 
of  the  state  records  committee. 


NOTE:  Records  of  appointed  officials,  elected  officials  not  specifically 
named  in  2-6-301  through  2-6-304  (e.g.,  PSC  commissioners),  and 
other  government  administrators  still  fall  imder  the  Public  Records 
Management  provisions  in  2-6-201  through  2-6-214.  The  laws  for  the 
Records  of  Elected  Executive  Branch  Officers  may  be  used  as 
guidelines  by  others.    Several  key  concepts  are  found  in  both  parts: 

•  a  record  is  any  item,  regardless  of  physical  form  or 
characteristics,  made  or  received  in  connection  with 
the  transaction  of  official  business  or  preserved  for 
informational  value, 

•  all  of^cial/public  records  are  and  shall  remain  the 
property  of  the  state,  and 

•  records  having  permanent  administrative  or  historical 
value  should  be  transferred  to  the  State  Archives. 
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Based  on 

Personal  Papers  of  Executive  Branch  Officials:  A  Management  Guide 

by  the  National  Archives  and  Records  Administration 
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